DEPARTMENT OF GENERAL SERVICES Schedule No. M310
RECORDS MANAGEMENT DIVISION Page 1 of 2
RECORDS RETENTION AND DISPOSAL SCHEDULE
Agency Division/Unit
Town of Preston Finance

Item _ Description Retention
No.

1. Finance Records

This series includes all Town accounting forms and other
accounting media which provide supporting data for all
accounting records. These records include:

A. _General Correspondence Ret?in for ﬂ:lth (3,) yeats and
~ Omginal incoming letters, copies of outgoing letters, Emﬂ af{lﬂ?_l‘ﬁdl:l r;?mr(eim:?ts ha.‘;;
memoranda, studies, repotts, directives, policies and cen ed, then destroy, wi

. ) it ) the following exception: Retain
other materials related to financial administration. & pton
permanently any material that

serves to document the origin,
development, and
accomplishments of the office.
Transfer every three (3) years to
the Maryland State Archives.

. Special Accounting Records .
General Ledgets Permanent. Transfer every three

Audit Reports (3) years to the Maryland State
Archives.

. Payroll Accounting Records

Pz.lyroll Registers Retain for five (5) years and
Time Sheets/Cards ’ until all audit requirements have
Employee Taxes and W-2’s been fulfilled, then destroy.

Schedule Approved by Department, Agency, | Schedule Authorized by State Archivist

or Division Representative.
Date

Signature =7 i N /&)df/&u
Typed Name %{m GQCJDLQ Signature _W; A

Title ~ 1AW A //{Qﬂ. aﬁ) er

DGS 550-1

bate _6/29/702.




"DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. M310

Page 2 of 2

Agency

Town of Preston

Division/Unit

Finance

Item
No.

Description

Retention

D. Budget Planning Recotds

Correspondence from State/County
Worksheets

Budget Projections

Budget Revisions

Budget Hearing Materials/ Advertisements

Miscellaneous Accounting Recotds
Cash Receipts

Permit Receipts

Paid Bonds and General Obligation Notes
Paid Bills and Invoices
Bank/Check Registers

Cancelled Checks

Monthly Financial Repotts
Bank/Checkbook Reconciliations
Voided Checks

State Revenue Receipts

County Revenue Receipts
Miscellaneous Receipts

Computer Generated Accounting Program Reports

DPurchase Records
Contracts Awarded

Retain for three (3) years and
until all audit requirements
have been fulfilled, then
destroy.

Retain for three (3) years and
until all audit requirements
have been fulfilled, then
destroy.

Retain for three (3) years and
until all audit requirements
have been fulfilled, then
destroy.




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 PAGE l oF Lﬂ

Jessup, Maryland 20794
410-799-1930

1. Department/Agency 2. Division 3. Unit

Town of Restn | " FINRNCE nla

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition
_purposes.

4. Record Series Title &5/\/&&&1__ l O’Q Qés (ooﬂ DQ/V 4& 5. Earliest Year/Latest Year
. ) / i?‘-" to Z'o /)~

6. Record Series Description (Briefly describe the types of information/documentsfforms found in the series. Include the purpose or function of the

series) O ’QZ' ndl 1 neopine fe thers, co /b/'g Sofoc 7242%7/@#%5, MEMOIRRAA
STUDIES, RERDRTS, DIREATIVES Loy [01£5 RuD STHER MATEALS RELAT
7D F/d&/{e.—/ﬁ;t;_ﬁ{bﬁf/ﬂl STRAY 40/ | _
7. Record Series Format(s} Ei'st alf - 8. Record Series Sequence 9. Volume
Dﬁuer size [ Microfilm - [ Atphabetical Number,
[l LegatSize [ Computer Ta'pt; F— ) [ Numerical O Fi?e Dra'Wer(s)
] [ Microfilm Reel(s)
D. Audio Tape [} Floppy Disk Eﬁonological [3 Computer Tape(s)
: ’ [0 Other (specify)
[JBoundBook [ Video Tape . 3 Geographicat
10. Annual Accumulation
[ other (specify)________ [ other (specify) :
. Number
Bﬁe Drawer(s)
[ Microfim Ree!(s)
{0 computer Tape(s)
[ Other (specify)
I 11. File Is Us 12. File Becomes Inactive After
% [ weeldy O Monthty [ Annvally . Number ] Month{s) meads)

13. Current Location(s}  (Bldg., Floor, Room| 14. Is Récord SerieBsD{udicateq Elsewhere? (If yes, specify agency or office.)
o .

) o
TOWAN OFEFICE AND “+BRARY " [o;ggg Dlves

15. Access Restrictions {[£Yes, cite Law(s) & Regulation(s) 16. Audit Requirements .
[ Yes o

None [ State [ Federat [ Independent

18. Recommended Retention

Aor- CER MANENT

17. Is an Index System ysed? If yes, explain briefly and describe requirements
O Yes B{o“‘

19. N;ze and Tig;of Preparer : ~ 20. Telephone Number | 21. Date
™ Qa j;@
—Tgon Manager 4106737929 Y-5-(>

1GS 550-4 (Rev. 1/93) _:,;




Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

P'AGF._& OF (ﬁ

1. Department/Agency

Town of Preston

2. Division

/-
Hnance

3. Unit

nja

purposes.

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title

5. Earlie

st Year/Latest Year

to 20(d

ngQia_\ MCM'&% “Record s (954

6. Record Series Description (Briefly describe the ly;ies of information/documentsfforms found in the series. Include the purpose or function of the

soes) Qeneral ledgecs Fnancial stadements, audd repats

4o drack Tiseal

Gaty .'H

[J Weekly

7. Record Serles Format(s) List all 8. Record Series Sequence 9. Volume
[Q{l(er Size  [] Microfim [ Atphabetical Number
3 Legal Sizo [ Computer Tape [J Numericat [ Fite Drawer(s)
) [ Microfilm Ree(s)
[J AudioTape [ Floppy Disk Mronok:gical [J Computer Tape(s)
’ [ other (specify)
[J Bound Book [ Video Tape [ Geographicat
10. Annual Accumulation
[ Other (specify), [ other (specify)
Number
B Drawer(s)
[ Microfiim Reel(s)
O Computer Tape(s)
[ other (specify),
11. File is Used 12.5? Becomes Inactive After
O paity [ Monthly %uaﬂy Number 7 Month(s) Gar(s)

13. Current Location(s) (Bldg., Floor, Room)

"), Bra.r (oS5 le b\uldm%\

Oves [gwe

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

15, Access Reslncllons (If Yes, cite Law(s) & Regulation(s)

[ ves BT

16. Audit Requirements

[ None [JState [JFederal [gfidopendent

Oves @G

© 17, s an Index System used? If yes, explain briefly and describe requirements

18. Recommended Retention

Pk.rman ofF

19. Name and Title of Preparer

m ‘/gwum Hd—ﬂd—@z\

20. Telephone Number | 21. Date

)y A 73-75a]

4-S—(&

1GS 550-4 (Rev. 1/93)

0




Instruclions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

AGENCY RECORDS INVENTORY

PAGE 3 OF L"

Jessup, Maryland 20794
410-799-1930

1. Department/Agency 2. Division

Town ofF Presdon Finante nfa

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition
PUrposes.

4. Record Series Title

Payroil A c,wm-hr\ci “Reeords

5. Earliest Year/Latest Year

JQQS to do 1d

6. Record Series Description (Briefly describe the types of information/documentsfforms found in the series. Include the purpose or function of the

seies) -Hme sheets pay slubs, paycail re%\'s-(-o.r‘ W-A's
4o +mdl +Hrne em\oyee& woked and Cow\PmsaJn_bn For such 1n e

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume

Mtter Size  [] Microfilm

[J Alphabeticat Number

[J Legat Size ' [ Computer Tape [ Numericat

[ Chronological

[ File Drawer(s)
[ Microfilm Reel(s)
[] Computer Tapa(s)

[ Audio Tape [ Floppy Disk
' [ other (specify)

[J Bound Book [ Video Tape [0 Geographical

10. Annual Accumulation
] Other (specify), 3 other (specify) ______

Number

[ Fite Drawer(s)
J Microfilm Reel(s)
[ Computer Tape(s)

[1dOther (specity)

11. File is Used 17 i~ Becomes Inactive After

[J paily [FWeekly [J Monthiy [ Annually . Number [ Month(s) mear(s)

13. Current Location(s)  (Bldg., Fioor, Room) 14. Is Record Series Duplicated Eisewhere? (If yes, specify agency or office.)

“Libracy” (ofFs/le b ld\'ng\ Oves LG

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

[ Yes %

16. Audit Requirements

I Nene [[Jstate [ Federal [QUtidependent

17. 1s an Index System used? If yes, explain briefly and describe requirements

[ Yes L+

18. Recommended Retention

Nen - permanen +

19. Name and Title of Preparer
Yaa G&C!O‘O
Town M Qﬂaﬂer"

DGS 550-4 (Rev, 1/93)

21. Date

f—& /L

20. Telephone Number

H1p-1073- 1999




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 4 (0
s PAGE t OF

Jessup, Maryland 20794
410-799-1930

1. Department/Agency 2. Division 3. Unit

Towo oF Qreston FIfAN a1 AL nla

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition
purposes.

4. Record Series Title

BUIGET PLANNING RECIRDS B gor

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

sorics) WORKSHEE TS, BuD ST PROTELTLONS ANDREVISIONS, BUD F-ET
HERRINSHATERIBLS, RDVERTISEHENTS
REQUIRED To PREPARE NEW B UDSETEALN Y EAR

7. Record Series Format(s) Es( afl

aﬂerSlze [ Microfitm

. &
Legal Size Computer Tape
9

8. Record Series Sequence 9. Volume

[ Alphabetical Number.,

P

s
[0 Numericat [ Fite Drawer(s)
. [ Microfim Reel(s)
[0 AudioTape [ Floppy Disk %nolwiml [ Computer Tape(s)
' ’ [J Other (specify),

[0 Bound Book [ Video Tape [ Geographicat

10. 7nnual Accumulation
{7 Other (specify),

[0 other (specify)

Number

w Drawer(s)

[ Microfitm Reel(s)
[ Computer Tape(s)
[ other (specify)

11. File Is Used 12 F“le Becomes Inactive After

] oaity . [0 weeuy [3 ™onthly %uany . Number [J Month(s) Zﬂar(s)

'
i

13. Current Location(s)  (BIdg., Floor, Room) 14. Is Récord Series Duplicated Elsewhere? (If yes, specify y or office.)

TOWN OFFIAE Oves  Bffe '

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

[ Yes W

16. Audit Requirements

Zﬁe [ state [ Federal [ Independent

17. 1s an Index System used? if yes, explain briefly and describe requirements 18. Recommended Retention
[ Yes Z}N;

NON- PERMAN ENT

19. Namg and Title of ﬁrepai'ei'

" GWD
Town Nanaqer

GS 550-4 (Rev. 1/93) A\

20. Telephone Number | 21. Date
4106137929  H#-$-s2




—

Jessup, Maryland 20794
410-789-1930

Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS §50-1) 7275 Waterloo Road, P.O. Box 275 PAGE 6 oF ‘ ,

1. Department/Agency 2. Division
Town of Preston Finance

3. Unit

nfe

_purposes.

DEFINITION: RECORD SERIES: A group of related records norm

ally filed and used as a unit for reference as well as retention and disposition

“Necords

4. Record Series Title m" sCe “ aneous Aeco u.n-l-\n%

5. Earliest Year/Latest Year

1948 v d01d

req slers  cancclled che
s cellanesus recepts

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

seies) Lash recepds, parmil recepts, paid bille and invsices  bank(cheek

cks  glafe and Coundy revenue retepls

Jo 4cack acesuniz ceeeivables + paqakles

7. Record Series Format(s) List all
Mer Size [ Microfilm
[ tegatSize [ Computer Tape l
[JAudioTape [ Floppy bisk
] Bound Book [ Video Tape

[J other (specify)____

8. Record Series Sequence
Eﬁphabetical

[ Numericat

[0 chronologicat

{7 Geographicat

{d other (specify)

9. Volume

Number

[ File Drawer(s)

[T Microfilm Reef(s)
[ Computer Tape(s)
[ other (specify)

10. Annual Accumulation

Number

3fite Drawer(s)

[ Microfilm Reel(s)
[ Computer Tape(s)
3 other (specify)

11. File is Used

Ooaty - [JwWeeky B Nonthty  [J Annually

Number

12. File Becomes Inactive After

[OMonths)  §F¥ear(s)

13. Current Location(s)  (Bidg., Floor, Room)

"Lbrarg” (sFFade buwi lc\mq\

3 Yes

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

Ry

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

Oves [ue

16. Audit Requirements

[JNone []state []Federal ml/ndependenl

17. Is an Index System used? If yes, explain briefly and describe requirements

Oves [

N\on-

18. Recommended Retention

permonent

19. Name ancgitle of Preparer
/gmn ado®

Town Manaqer

20. Telephone Number

Hlp-L7 3- 7997

21. Date

s -

)GS §50-4 (Rev. 1/93)



http://Descr.pt.on

Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 PAGE L( o L‘,

Jessup, Maryland 20794
410-799-1930

1. DeparimenUAgency 2. Division 3. Unit

Town oF Reston FINRAN C) AL n(a

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition
purposes.

4. Record Series Title 5. Earliest Year/Latest Year

PURAH RS E R%&IQD\S (98§ 0201

6. Record Series Description (Briefly describe the types of lnformauonldocumentslforms found in the series. Include the purpose or functlon of the'

wies) Ao ptroats awavded
RS REGUIRED BY 6UR EHARTER

7. Record Series Format(s) ;ésl all 8. Record Series Sequence 9. Volume

Z{euerSize O Microfilm s [ Alphabetical Number,,

%
4

. L .
[ Legatsize [ Computer Tape - ] O Numericat I Fite brawer(s)

; [ Microfilm Reel(s)
[ Audio Tape  [] Floppy Disk B{hmnological 7] Computer Tape(s)
- ’ ' [] Other (specity)
] Bound Book [T Video Tape . ] Geographicat

’ 10. Annual Accumulation
[J Other (specify)_______ 0 other (specify)

Number

ile Drawer(s)
{7 Microfim Reel(s)
[0 Computer Tape(s)
[J Other (specify)

11. File is Used 12. File Becomes Inactive After

Ooaly  [JWeeky 3 Monthiy Zﬁwaﬂy ) Number [0 Monthis)

1
!

13. Current Location(s)  (Bldg., Floor, Room) 14.Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
-
TOWAN OFFIAE Dives  ErRo

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
O Yes No

me [ state [ Federal [] Independent

17. Is an Index Sgle?sed? If yes, explain briefly and describe requirements . 18. Recommended Retention
o

Non PERUANENT

19}glame and Title of P'repa're'; ' - 20. Telephone Number | 21. Date

(A y <
o Aanace, 406737939| 4-<-rQ

)GS 550-4 (Rev. 1/93) Q -




